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Administration

& Staffing of

Agency Ethics

Program 

G Assess who performs what ethics program functions.

G Do changes need to be made in how the

administrative or substantive elements of the

program are conducted?  Can changes be made?

G Have delegations of authority (designations of ethics

officials)  been documented and forwarded to OGE?

< Provide

delegations.

G Has an ethics web site been established at your

agency?

G Contact other agency personnel who will be involved

in ethics program review.

Reference: (available at www.usoge.gov)

G 5 CFR Part 2638, Subparts A and B.

G Government Ethics Newsgrams.

G Guidelines for Conducting Reviews of Ethics

Programs.

Public System G Are th e pro cedures  for ad min isterin g the  public

system documented?

< Provide

procedures.

G Is it time to refresh your annual/termination filer

notification memorandum? (Is filer advised of

computer-based fillable SF 278?)

< Provide

annual/term.

notification memo.

G Are listings of public filers up-to-date? < Provide listings.

G Identify public f ilers by type (i.e., PAS, Schedule C,

non-career SES , regular SES).

< Identify by-type on

listing.

G Has OG E granted any public filer exemptions or 

$200 late filing fee waivers?

< Provide

documentation.

G Are the public reports organized? (In addition, are

the repo rts signed  and date d in acco rdance  with

regu latory r equ irem ents ? If the  public  syste m is

administered outside of the ethics office, contact

those re spons ible for this as pect of th e progra m.)

< Provide a ccess  to

last two years of

certified SF 278s.
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G What m echanisms are in place to identify those who

enter or leave public filing positions to ensure that

the required reports are filed within 30 days?

G Is it time to refresh your new entrant notification

memorandum?

< Provide new

entrant notification

memo.

Reference: (available at www.usoge.gov)

G 5 CFR Part 2634.

G OGE  Public R eview G uide. 

Confidential

System

G Are the procedures for administering the confidential

system documented?

< Provide

procedures.

G Is it time to refresh your annual filer notification

memorandum ? (Is the filer authorized to use the

alternative OGE Optional Form 450-A ?  Is filer

advised of computer-based fillable form?)

< Provide notification

memo.

G Are listings of confidential filers up-to-date? < Provide listings.

G Identify SGE confidential filers. < Provide list of

names and

corresponding

OGE Forms 450.

G Are the confidential reports organized? (In addition,

are the re ports sign ed and  dated in ac cordan ce with

regu latory r equ irem ents ? If the  conf ident ial system  is

administered outside of the ethics office, contact

those re spons ible for this as pect of th e progra m.)

< Provide a ccess  to

last two years of

reviewed/certified

OGE Forms 450

(or 450-A).

G What m echanisms are in place to identify those who

enter confidential filing positions to ensure that

required reports are filed within 30 days?

G Is it time to refresh your new entrant notification

memorandum?

< Provide new

entrant notification

memo.
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Reference: (available at www.usoge.gov)

G 5 CFR Part 2634.

G OGE Confidential Review Guide.

18 USC

208(b)(1) and

(b)(3) wa ivers

G Has your agency issued waivers within the last two

years?

< Provide waivers.

G Hav e you r outinely con sulte d forma lly or info rmally

with OGE prior to granting waivers?

G Have copies of waivers been forwarded to OGE?

Reference: (available at www.usoge.gov)

G 5 CFR Part 2640.

Ethics

Education and

Training

G Have you documented your agency annual ethics

training plan?  (In addition to identifying the

estim ates  of the  num ber o f em ployee s who will

rece ive ve rbal o r writte n train ing, th e plan  shou ld

include a  brief des cription of th e training.)

< Provide c urrent 

training plan.

G How is initial ethics orientation training

accomplished?  Are all required elements being

satisfied? Is completion of orientation requirement

tracked/monitored?

< Prov ide m ateria ls

distributed.

G How are annual ethics training requirements being

accomplished for both public and nonpublic filers?

Are all required elements being satisfied?

< Prov ide m ateria ls

used and/or the

agenda used.

G How  is ann ual tra ining t rack ed to  ensu re tha t all

those required to receive it do so?

< Sho w how this  is

accomplished.

Reference: (available a t www.usoge.gov)

G 5 CF R Pa rt 263 8, Su bpart G (a nd up date s issued  via

DAEO grams).
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Ethics

Counseling

and Advice

G Is ethics-related advice mostly oral or written?

(Should the method for dispensing ethics advice

change?)

G How is ethics-related written advice documented? < Provide a ccess  to

files or provide a

sample.

G How is written ethics-related advice

stored/maintained?  (i.e., by year, subject matter, or

by employee) Do the advice files need to be

organized?

G Is there a formalized method to provide exiting

em ployee s pos t-em ploym ent advice ?  If so , wha t is

provided and is it up-to-date?

< Provide the

ma terials

distributed.

G Is e-m ail being us ed in an e ffective/ef ficient way to

dispense advice?

< Provide on-line

access or provide a

sample in hard

copy.

G Does your agency have an ethics web site?  If so, do

you regularly post useful or informative ethics-related

advice?

< Provide access.

Outside

Activity

Approval

G Has you r agenc y supplem ented the  Standa rds to

include a requirement for obtaining prior approval

before  engag ing in outside  activities or em ployme nt?

< Prov ide co py.

G Are ethics officials involved in reviewing outside

activity/employment requests?

G Are requests/approvals maintained in ethics office? < If so, provide

access to files.
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Acceptance of

Payments of

Travel

G Does your agency have written procedures

conce rning the a ccepta nce (ap proval) of  payme nts

of travel from non-Federal sources?

< Provide

procedures.

G Are  travel payment files maintained in the ethics

office?  Are they organized?

< Provide a ccess  to

files.

G Do you need to contact the office responsible for

maintaining the travel payment files?

< If so, arrange for

access to files.

G W ho co mp iles the sem iannu al rep ort tha t is

forwarded to OGE?

Reference: (available at www.usoge.gov)

G 31 USC § 1353 and 41 CFR Part 304-1.

Relatio nship

with your

agency Office

of the

Inspector

General (OIG)

or the

equivalent

office

G Contact your OIG to inform of scheduled ethics

program review.

G Is there a process in place to concurrently notify

OGE of conflict of interest referrals to the

Department of Justice?

G Have th ere bee n any con flict of interest re ferrals to

the Department of Justice within the last two years?

If so, was OGE concurrently notified?

< Prov ide re ferra ls if

not p revio usly

provided to OGE.

Reference: (available at www.usoge.gov)

G 5 CFR § 2638.203(b)(11) and 12 and  §  603, 28

USC § 535, and 5 USC app. § 402(e)(2)
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Additional Tips on Administering an Agency Ethics Program

When was the last time you thought about:

G Checking -in with your OGE desk

officer.

< Find out who this person is if you don’t already know.

( Ask a ny OG E staff pe rson.)

< Dete rm ine what typ e of a ssis tanc e you n eed , if any.

G Reviewing  the various ethics laws & 

regulations.

< Available a t www.usoge.gov

G Review ing OG E’s W eb site

(www.usoge.gov)

< Regularly (weekly/monthly) check Web site for

updates.

G Whether your agency ethics program

office is   “connected”  to your

agency  top management officials.

< Make your office visible during transition and offer

your helpful/useful services.

< Prov ide pe rson alized  in-brie fs fo r new  senio r offic ials

(and their staffs).

G W hether you are

effectively/eff iciently using e- mail to

convey ethics-related information

and advice to your agency

employees.

< Is this a feasible option at your agency? 

< Establish some so rt of organized method of retaining

the e-mail information/advice that your provide.  (For

example, organize by year, subject, or by the name

of individual.)  

< You may want to consider both computer and paper

copy files? (Your decision might be dependent on

how much your agency’s computer system can

handle.  Check with your agency’s system

adm inistrators.)

G Establishing an ethics Web site at

your a gency.

< This “tool” can be a great resource in getting 

informa tion out to a gency em ployee s!!  ( But, d on’t

overus e.)

< Don’t make the Web site too difficult for employees

to find.

< Tell them who you are and how to locate you (your

address and your phon e numbe r).

< Bes ides  inser ting “r equ ired”  ma terials , routin ely

provide useful (interesting) updates on ethics-related

matters.

< Link your site to OGE’s Web site.

G Establishing a data base tracking

system to monitor (1) financial

disclosure report filings and (2) the

completion of required annual ethics

training.

< Think about how the tracking system should be

organized (play around with a couple of different

formats).

< Think about who is going to input the data.  (This can

be a very cumbersome duty when dealing with many

hundre ds of filers a nd m any “fields” o f inform ation.  

Try to be selective about the type of information that

you decid e to input.)

< Find ou t about ho w other a gencies  are m onitoring.  Is

it “working” for them?
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G Enc oura ging t he us e of filla ble

financial dis closure  reports

 (SF 278 & OG E Form 4 50).

< Is this feasible option for your agency’s filers?

< See O GE w eb site

G How to improve the running of your

highly decentralized program.

< Do you frequently meet with (or distribute information

to) component/regional/field ethics officials? 


